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SUBJECT: PREPARATION OF AIRGRAMS 

REF: CORRESPONDENCE HANDBOOK 


Message Text 


1 . POST HAS HAD INQUIRIES FROM VARIOUS OFFICES CONCERNING 
THE PROPER PREPARATION OF AIRGRAMS. THE C&R SECTION HAS 
BEEN FOLLOWING CHAPTER 4 OF THE CORRESPONDENCE HANDBOOK IN 
ADVISING OFFICES ON CORRECT PROCEDURES. HOWEVER, DUE TO THE 
DATE OF THE MANUAL (1966), WE WOULD LIKE CONFIRMATION OF THE 
FOLLOWING POINTS SO AS TO BE UP-TO-DATE ON DEPARTMENTAL 
PROCEDURES: 

(A) DOES DEPT STILL REQUIRE 5 COPIES OF NON-REPRODUCIBLE 
ENCLOSURES? 

(B) MUST REPRODUCIBLE ENCLOSURES BE MOUNTED ON YELLOW 
CONTINUATION SHEETS OR MAY WHITE BE USED? 

(C) CAN REPRODUCIBLE ENCLOSURES BE WHITE XEROX COPIES 
INSTEAD OF MOUNTED ORIGINALS? 

(D) MUST PRINTED DOCUMENTS ON 8 1/2 X 13 PAPER 

BE CUT DOWN TO BE MOUNTED ON YELLOW CONTINUATION SHEETS 
OR CAN THEY BE SENT "AS IS"? 


2. POST WOULD APPRECIATE ANY GUIDANCE ON AIRGRAM 
PREPARATION WHICH WILL HELP THE DEPARTMENT'S AIRGRAM UNIT 
PROCESS OUR AIRGRAMS MORE EFFICIENTLY. 
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